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1 Introduction 

 Purpose 

This is a user guide for the Medi-Cal Provider Website Application. 

2 Medi-Calôs Provider Website Landing Home Page 

Medi-Calôs landing home page for providers has a secure log in for providers to register online. 

Every provider will have a unique account that will allow them to access multiple practice 

locations. The features on the landing home page are listed below (see Fig: 2.a). 

¶ Username and Password field for Secure Log In 

¶ Register Link 

¶ Reset Password Link 

¶ Username Reminder 

Provider Website Landing Home Page: 

 

 

Fig: 2.a: Medi-CalΩǎ tǊƻǾƛŘŜǊ ²ŜōǎƛǘŜ [ŀƴŘƛƴƎ IƻƳŜ tŀƎŜ 
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3 Registration on Provider Portal 

Medi-Cal providers can register themselves by clicking the ñRegisterò link available on the Medi-

Cal Provider Website Landing page. The first provider who registers for a particular Business 

Entity (Provider ID) will be assigned as an Administrator, by default, and will have special 

Administrator rights. Additional providers who register using the same Business Entity (Provider 

ID) will be ñregular usersò of the provider website and will be granted limited access.  

 Steps for Registration: Positive Scenario 

Step 1: 

Click the ñRegisterò link (see Fig: 3.1.a). 

 

Fig: 3.1.a: Medi-CalΩǎ tǊƻǾƛŘŜǊ ²ŜōǎƛǘŜ [ƻƎƛƴ tŀƎŜ ς Registration Link 

Step 2: 

The ñVerify User ƅ Registrationò page displays. A red asterisk (*) indicates a required field. 

Enter your information in the following required fields. Providers who do not have a Billing NPI 

Number can register using their Medi-Cal Provider ID by clicking on óClick here if no registered 

NPIô 

¶ Billing NPI Number   

¶ TIN 

The following fields are optional: 

¶ Provider First Name 

¶ Provider Last Name 

Click the ñContinueò button to continue the registration process. Click the ñCancelò button to 

close the page and return to the ñLoginò page (see Fig: 3.1.b). 
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Fig: 3.1.b: Verify User Registration Page 

Step 3: 

After clicking the ñContinueò button, the system goes to the next page in the registration 

process. 

The system populates the Billing NPI Number and Provider TIN entered in Step 2. The optional 

fields (Provider First Name and Provider Last Name) only populate if you entered the 

information in Step 2. 

All the fields listed below are mandatory and must be completed (see Fig: 3.1.c). 

¶ Username 

¶ Email Address, Confirm Email Address 

¶ First Name, Last Name 

¶ Password, Confirm Password 

¶ 2 Security Questions and Answers 

¶ Check Box for the Terms and Conditions 

¶ Check Box for CAPTCHA 

The First Name, Last Name and Email Address fields are used for verification of the Username 

Reminder. 
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Fig: 3.1.c: Create Account Registration Page 
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Click the ñCreateò button to go to the ñRegistration Confirmationò page and view the ñRegistration 

Completed Successfullyò message (see Fig: 3.1.d). 

 

Fig: 3.1.d: Registration Completed Successfully Message Screen 

Step 4: 

An email confirmation is sent to the provider using the email address provided during 

registration (see Fig: 3.1.e).  

 

Fig: 3.1.e: Welcome Email with Privacy Policy Link after Successful Provider Registration 
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 Steps for Registration: If provider does not have a Billing NPI Number  

Step 1:  

When you click on óRegisterô link, ñVerify User ƅ Registrationò page displays, where you enter 

required information. If you do not have a Billing NPI Number, then click on link óClick here if no 

registered NPIô. (see Fig 3.2.f).  

 

Fig: 3.2.f: Verify User Registration Page- Link for registering if no Billing NPI Number 

Step 2: 

A red asterisk (*) indicates a required field. Enter your information in the following required 

fields. (see Fig: 3.2.g) 

¶ Medi-Cal Provider ID 

¶ TIN 

The following fields are optional: 

¶ Provider First Name 

¶ Provider Last Name 



Medi-Cal Dental Program Website Application User Guide  

 

  Page 14 of 84 

 

Fig: 3.2.g: Verify User Registration Page- Provider to enter their Medi-Cal Provider ID 

Step 3  

After clicking the ñContinueò button, the system goes to the next page in the registration 

process. 

The system populates Medi-Cal Provider ID and Provider TIN entered in Step 2. The optional 

fields (Provider First Name and Provider Last Name) only populate if you entered the 

information in Step 2. (see Fig: 3.2.h) 

Click the ñCreateò button to go to the ñRegistration Confirmationò page and view the 

ñRegistration Completed Successfullyò message seen in Fig: 3.1.d and 3.1.e. 
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Fig: 3.2.h: Create Account Registration Page for providers registering with a Medi-Cal Provider ID 
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 Steps to Register with Validations 

3.3.1 Scenario 1: The Provider Enters Incorrect Details. 

Step 1: 

If you enter incorrect details, you will not be verified and cannot proceed to the next registration 

step. The ñUnable to validate account details providedò error message displays (see Fig 3.3.1.i). 

 

Fig: 3.3.1.i: User Details not validated during Registration 
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Step 2: 

The following fields must be entered correctly when you create an account (see Fig: 3.1.c). An 

error message displays if the following required information is incorrect: 

¶ If ñUsernameò is entered incorrectly. 

¶ If ñEmailò and ñConfirm Emailò are invalid and do not match. 

¶ If ñPasswordò is invalid. 

¶ If ñConfirm Passwordò does not match the password entered. 

¶ If ñTerms and Conditionsò check box is not selected. 

¶ If the same ñSecurity Questionsò for question 1 and question 2 are selected. 

¶ If the user missed the CAPTCHA values selection. 

 

Example: If ñUsernameò is entered incorrectly. 

 

Fig: 3.3.1.j: Error Message for Entering Invalid Username while Creating Account 
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Example: If ñEmailò and ñConfirm Emailò are invalid and do not match. 

 

Fig: 3.3.1.k: Error Message for Entering Invalid Email Address while Creating Account 

Example: If ñPasswordò is invalid. 

 

Fig: 3.3.1.l: Error Message for Entering Invalid Password while Creating Account 
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Example: If ñConfirm Passwordò does not match the password entered. 

 

Fig: 3.3.1.m: Error Message for Entering Incorrect Password in Confirm Password Field while Creating Account 

 

Example: If ñTerms and Conditionsò check box is not selected. 

 

Fig: 3.3.1.n: Error Message for not selecting the Check Box to Agree to the Terms and Conditions 
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Example: Same ñSecurity Questionsò for Security Questions 1 and 2 cannot be selected. 

 

Fig: 3.3.1.o: Same Security Question during Account Creation can not be selected 
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Example: If the user did not select the CAPTCHA. 

 

Fig: 3.3.1.p: Error Message for not selecting the CAPTCHA while Creating User Account when Registering 
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3.3.2 Scenario 2: If user enters combination of First Name, Last Name and Email 

Address same as that of an already registered user and tries to register.  

 

Fig: 3.3.2.q: Error if same First Name, Last Name and Email used during Registration 
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3.3.3 Scenario 3: If user left any/all the required fields blank. 

 

Fig: 3.3.3.r: Error Message when Fields Left Blank during Registration 

 Username Reminder Steps 

If you forget your username, click the ñUsername Reminderò link to request recovery (see 

Fig: 3.4.s). 

 

Fig: 3.4.s: Username Reminder Link 
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After you click the ñUsername Reminderò link, the system goes to the ñUsername Reminderò 

page where you enter your information (see Fig: 3.4.t) used during registration.  

¶ Billing NPI Number 

¶ Taxpayer Identification Number (TIN) 

¶ First Name 

¶ Last Name 

¶ Email Address you used during registration 

Users who have not registered through Billing NPI Number, click on óClick here if no registered 

NPIô and provide your Medi-Cal Provider ID used during registration.  

 

Fig: 3.4.t: Username Reminder Screen 
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Click the ñSend me a reminderò button and the following message displays (see Fig: 3.4.u). 

 

Fig: 3.4.u: Username Reminder Message 

You receive an email that contains your username (see Fig: 3.4.v). 

 

 

Fig: 3.4.v: Email Sent to the Provider for Username Reminder 
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4 Provider Secure Log In 

The Provider Website has a Secure Log In, where you are asked to enter your Username and 

Password. This is the same screen you used to set up your online account. If the values match, 

you are granted access. If the values do not match, an ñInvalid Credentialsò error message 

displays (see Fig: 4.a). 

 

Fig: 4.a: Unable to Login Error ς when Provider Tries to Log In with Invalid Credentials 

You are allowed a maximum of 3 failed attempts to log in. More than 3 failed attempts to log in 

will automatically lock your account, and an error message displays. However, you are given an 

option to unlock your account (see Fig: 4.b). 

 

Fig: 4.b: Account Locked Message ς when Provider Exceed the Maximum Login Attempts 
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 Account Unlock Flow 

4.1.1 Scenario 1: Provider is successful in unlocking account by answering only 

1 security question. 

Step 1: 

You can unlock your account by clicking the ñUnlock Accountò link (see Fig: 4.b). The system 

goes to the "Unlock Accountò page where you enter your Username to validate your credentials 

(see Fig: 4.1.1.c). Click the ñContinueò button to validate your credentials and go to the next 

page. 

 

Fig: 4.1.1.c: Unlock Account Screen to Validate Credentials ς Provider to Enter Username 
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Step 2: 

You must answer the security question you set during account creation (see Fig: 4.1.1.d). Click 

the ñContinueò button. The system verifies your answer and goes to next page. 

 

Fig: 4.1.1.d: Unlock Account Screen to Validate User ς Security Question 

Step 3: 

After successfully verifying your security answer and identity, the system unlocks your account 

and you can log in (see Fig: 4.1.1.e). 

 

Fig: 4.1.1.e: Provider Account Unlocked Successfully 
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4.1.2 Scenario 2: If Provider answers the 1st Security Question incorrectly. 

Step 1: 

Enter your username, which will be validated (see Fig: 4.a). The system goes to Step 2. Enter 

the answer to your security question. 

Step 2: 

Enter the answer to the security question you set up during account creation. To verify your 

identity and go to the next step, click the ñContinueò button (see Fig: 4.1.1.b). 

Step 3: 

If the answer is incorrect, the system goes to next screen and you answer your second security 

question (see Fig: 4.1.2.f). 

 

Fig: 4.1.2.f: Unlock Account Screen to Validate User ς Second Security Question 

Step 4: 

After successfully verifying your security answer and identity, the system unlocks your account 

and you can log in (see Fig: 4.1.2.f). 
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4.1.3 Scenario 3: If Providerôs Username is not verified. 

If you enter an invalid username, you are not validated. A ñUser Not Foundò error message 

displays (see Fig: 4.1.3.g). 

 

Fig: 4.1.3.g: Unlock Account Screen to Validate User ς Incorrect Username Entered 

4.1.4 Scenario 4: If a Provider is unable to unlock their account by entering invalid 

security answers for both questions. 

If you do not answer your security questions correctly, the system goes to the ñUnlock Accountò 

page where you are instructed to send an email to DCALWebMaster@delta.org because your 

account was not validated (see Fig: 4.1.4.h). 

 

Fig: 4.1.4.h: Unlock Account Screen ς Unable to Validate User, Send Email to Unlock Account 

mailto:DCALWebMaster@delta.org
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 Password Reset Flow 

If you want to reset your password, select the ñReset Passwordò link available on the ñProvider 

Landingò page. 

 

Fig: 4.2.i: Provider Website Landing Page ς Reset Password Link 

4.2.1 Scenario 1: A Provider successfully resets their password by answering only 

1 security question. 

Step 1: 

If you click the ñReset Passwordò link, the system goes to the ñReset Passwordò screen and you 

enter your User Name to verify your identity (see Fig: 4.2.1.j). Click the ñContinueò button to 

verify your User Name. If the User Name is valid, the system goes to the next page. 

 

Fig: 4.2.1.j: Reset Password ς Provider Identification by Entering Username 
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Step 2:  

Answer the security questions you set up during account creation to verify your identity (see 

Fig: 4.2.1.k). 

 

Fig: 4.2.1.k: Reset Password ς Provider Verification by Entering Answer for Security Question 

Step 3: 

After you correctly answer the security question, the system goes to the ñReset Passwordò 

page. A message displays stating that an email along with a reset password link has been sent 

to the email address you provided during registration (see Fig: 4.2.1.l). 

 

Fig: 4.2.1.l: Reset Password ς Mail sent to User Message Screen 
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Step 4: 

You receive an email with a ñReset Passwordò link (see Fig: 4.2.1.m). 

 

Fig: 4.2.1.m: Reset Password Link in an Email Sent to the Provider 

  








































































































